Hello [insert Employer’s First Name and Last Name],

[bookmark: _Int_OYFQlfDR]My name is [insert your Name], and I am a [insert either 1st or 2nd] year student at Western Technical College in [insert Name of Program]. I am interested in finding out more about [insert industry, career path, or Company Name] and hoping you would be willing to provide some insight from your experience. 

If you are open to it, I am including several questions that I am hoping you can answer:
· What skills are most important to the [insert position name] position?
· What do you enjoy about the company?
· What’s the best part of your job?
[feel free to add or remove questions for the employer]

Thank you for your time. I am looking forward to hearing from you! 

Thanks again,

Your First Name and Last Name
your phone number



